
Courses at a glance… 
 
CPS Training and Development offers over 150 courses in 14 categories.  Click 
on the category or specific course to view course outlines and available dates. 
 
 
 
Analytical Skills 
Completed Staff Work 

Critical Thinking (Introduction to) 

Developing Analytical Skills 

Introduction to Analytical Staff Work 

Legislative Bill Analysis 

Legislative Process 

Office Support Training 

Problem Solving and Decision Making 

Process Review: Doing the Same Work Faster 
and Better 

Productive Thinking Workshop 

Project Management 

Project Management: The Basics 

Statistics I: Statistics for the Rest of Us 

Statistics II: Statistics Refresher 

Writing Skills for Analysts 

 
Budgeting and Math Skills 
Basic Math Skills for Work 

Budget Change Proposal Overview 

Budget Process Workshop 

Communicating With Data 

Cost-Benefit Analysis Workshop 

Program Analysis and Evaluation 

Statistics I: Statistics for the Rest of Us 

Statistics II: Statistics Refresher 

 
Career Development Skills 
Career Development -Career Match 

Career Development Series Part I- Career 
Match 
Career Development Series Part II- Resumes 
Career Development Series Part III- Interviewing 
Get That Job! 

Communicating Effectively 

Increasing Human Effectiveness 

MBTI - Myers-Briggs Type Indicator 

Mentoring Skills for Mentees 

Office Support Training 

Professional Presence and Business Etiquette 

 

 
HR Practices, Policies, and Compliance 
Courses 
Classification and Compensation 

Employee Relations 

Examination Development and Administration 

Fundamentals of Human Resources 

Job Analysis 

Labor Relations: An Introduction for State 
Supervisors 

Labor Relations: Employee and Employer 
Rights 

Labor Relations: Handling Grievances 

Labor Relations: Interpreting Bargaining 
Contracts 

Labor Relations: Fair Labor Standards Act 

Recruitment 

Sexual Harassment Prevention 

Violence Prevention in the Workplace 

 
Communication Skills 
Communicating Effectively 

Dealing With Difficult People 

Effective Listening 

ESL Grammar and Writing 

ESL Speaking and Listening Skills 

Influencing Others 

Interpersonal Skills 

Meeting the Challenge of Cultural Diversity 

Persuasive Communications 

 
Leadership Skills 
360 Feedback and Evaluation 

Building High Performance Teams 

Building and Maintaining Positive Relationships 

Coaching and Skill Transfer Workshop 

Coaching Skills for Leaders 

Conducting Effective Meetings 

Continuous Improvement (Introduction to) 

Emotional Intelligence: The Basics 

Facilitation Workshop 

Generational Challenges and Opportunities in 
the Workplace 
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Influencing Others 

Leadership Essentials 

Leading Effectively 

Leading in Tough Times 

Leadperson Workshop 

Managing the Mulitcultural Workforce 

Mentoring Skills for Mentors 

Problem Solving and Decision Making 

Project Management 

Succession Planning Workshop: The Basics 

Team Leader Workshop 

 
Managerial Skill Development 
360 Feedback and Evaluation 

Change Management 

Coaching and Skill Transfer Workshop 

Collaboration Skills 

Continuous Improvement (Introduction to) 

Facilitation Workshop 

FranklinCovey's  7 Habits for Managers 

Generational Challenges and Opportunities in 
the Workplace 

How to Negotiate Anything 

Influencing Others 

Leadership Essentials 

Leading in Tough Times 

Managing from the Middle 

Managing the Mulitcultural Workforce 

Mentoring Skills for Mentors 

Ripples and Bubbles 

Strategic Planning Overview 

Team Leader Workshop 

 
Personal Development Skills 
Attitudes Anxiety and Anger 

Career Development -Career Match 

Communicating Effectively 

Conflict Management 

CPR and First Aid for Adults 

Dealing With Difficult People 

Effective Listening 

Emotional Intelligence: The Basics 

FranklinCovey's  7 Habits for Managers 

FranklinCovey's 7 Habits of Highly Effective 
People 

FranklinCovey's Time Management- Focus: 
Achieving Your Highest Priorities 

Get That Job! 

Increasing Human Effectiveness 

Influencing Others 

Interpersonal Skills 

Maximizing Your Memory 

MBTI - Myers-Briggs Type Indicator 

Mentoring Skills for Mentees 

Mentoring Skills for Mentors 

Organizing Your Personal Workspace 

Persuasive Communications 

Productive Thinking Workshop 

Professional Presence and Business Etiquette 

Reading Comprehension and Speed 

Stress- Managing Your Stress 

Time Management 

 
Presentation, Instruction, Facilitation and 
Media Skills 
Conducting Effective Meetings 

Effective Presentations 

Facilitation Workshop 

Instruction Techniques for Trainers 

Interactive Training Techniques 

Professional Presence and Business Etiquette 

To Train Or Not To Train? 

 
Relationship and Behavior Development 
Skills 
Attitudes Anxiety and Anger 

Building High Performance Teams 

Coaching and Skill Transfer Workshop 

Coaching Skills for Leaders 

Communicating Effectively 

Conflict Management 

Conquering Negativity in the Workplace 

Customer Service Excellence 

Dealing With Difficult People 

Diversity - Valuing Diversity 

E-Mail: Managing the Monster 

Effective Listening 

Emotional Intelligence: The Basics 

FranklinCovey's  7 Habits for Managers 

Generational Challenges and Opportunities in 
the Workplace 

How to Negotiate Anything 

Increasing Human Effectiveness 

Influencing Others 

Interpersonal Skills 

Developing your Teams to Learn, Work and 
Communicate Effectively 

Managing Multiple Projects 
Mentoring Skills for Mentees 

Mentoring Skills for Mentors 
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Relationship Strategies for the Workplace 
Respect: The Source of Our Strength 

Stress- Managing Your Stress 

 
Supervisory Skill Development 
360 Feedback and Evaluation 

Basic Supervision for State Supervisors - Part I 

Basic Supervision for State Supervisors - Part II 

Basic Supervision for Cities and Counties 
Change Management 

Coaching and Skill Transfer Workshop 

Communicating Effectively 

Conquering Negativity in the Workplace 

Creative Discipline - Progressive Discipline 

Empowerment and Delegation 

Facilitation Workshop 

Improving Employee Performance and 
Accountability 

Leadership Essentials 

Leading Effectively 

Leadperson Workshop 

Making the Shift from Co-Worker to Supervisor 

Managing from the Middle 

Motivating Your Employees Non-Monetarily 

Participatory Decision Making 

Performance Appraisal 
Project Management: The Basics 

So You Want to be a Supervisor 

Strategic Planning Overview 

Succession Planning Workshop: The Basics 

Supervisory Skills: The Interpersonal Focus 

Team Leader Workshop 

 
Team Development Skills 
Building High Performance Teams 

Collaboration Skills 

Developing your Teams to Learn, Work and 
Communicate Effectively 

Diversity - Valuing Diversity 

Interpersonal Skills 

Leading in Tough Times 

Leadperson Workshop 

MBTI - Myers-Briggs Type Indicator 

Meeting the Challenge of Cultural Diversity 

Office Support Training 

Process Review: Doing the Same Work Faster 
and Better 

Respect: The Source of Our Strength 

Team Leader Workshop 

 
Writing Skills 
Administrative Writing 

E-Communications Workshop 

Business Writing 

E-Mail: Managing the Monster 

ESL Grammar and Writing 

FranklinCovey's- Writing Advantage 

Grammar 

Grammar and Punctuation Brush Up 

Grant Seeking – The Fundamentals 

Information Mapping: Developing Procedures 
Policies & Documentation 

Information Mapping: Mapping Business 
Communications 

Persuasive Communications 

Plain Language Writing 

Professional Writing: Ensure it is Read and 
Understood 

Technical Report Writing 

Writing Letters and Memos 

Writing Skills for Analysts 

Writing Style Tips 

Written Communication 
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http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=182&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=290&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=253&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=253&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=51&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=238&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/reg/cps/AdminWriting
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=45&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/reg/cps/BusinessWriting
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=232&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=70&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=206&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=69&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=72&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=72&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=74&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=74&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=22&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=22&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=124&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=13&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=255&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=255&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=61&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=8&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=65&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=64&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=
http://inter.viewcentral.com/events/cust/search_results.aspx?event_id=63&keyword=&postingForm=default.aspx&cid=cps&pid=1&lid=1&cart_currency_code=&payment_type=&orderby_location=&orderby_date=&newRegistration=&bundle_location_group=&errmsg=

